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Support
Support for CPPS can be received from Central Payroll at 303-866-5804. You can also
send an email to hr.support@state.co.us.

Security
Information on Security and User Log On will be provided at mandatory training.
Contact hr.support@state.co.us for more information.




NAVIGATING THE SYSTEM

Navigating the System in GGCC (the ‘Green Screens’)
CPPS Main Function Menu

This screen lists all the functions in the system including Personnel Update, Benefits Update,
and Payroll Adjustments. It is also the screen for signing on to the system. To access one of
the functions enter the function number at the prompt at the bottom of the screen. A function
number may be entered at the same time as the Operator ID and Password are entered when
signing on.

Main Menu Function keys

PF5 — Change Password (available at sign in)
PF12 — Sign Off the System
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Personnel Update Menu

This screen lists the transactions for updating employee records. Most of the transactions are
used to directly access specific data for the employee, such as Transaction 4 for Job
Assignments. The title of the transaction indicates the kind of data it accesses.

Some transactions behave differently. Transactions 1 and 2 are both workflow
transactions, meaning they chain several screens together for the user to enter or update
data on an employee. When final, insert the list of screens to which each of these
transactions chain.

Transaction 10 is for transferring an employee to another payroll organization.
Transaction 29 is for Recent Job History Corrections.
Transactions 30 and 31 are used to search for employees by name or ID number.

Insert a list here of the transactions with brief descriptions or their titles
01

02

03 Personnel Action Data,
04 Job Assignments,

05 Personal Data,

06 Alternate Address,

07 Payroll and Tax Data,
09 Job Performance Data,
10 Employee Transfer/ID Change,
11

12

13

14

15

16

17

18

22

23

29

30

31

To use a transaction on this menu enter the transaction number, the employee, and the
org. The employee can be entered as either the name or the ID. Entering the starting
letters in the name is sufficient. If that does not uniquely identified an employee then a
list of all employees matching the string will be displayed for the user to then select the
employee. Names are formatted as Last,First MI.




For transaction 4, supplying a job number on the transactions menu will access that
specific job assignment; otherwise it presents the first job for the employee.




Personnel Update Menu Function keys
F11 — Return to the Main Function Menu
F12 — Sign Off the System
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Personnel Update Screens
Most of the Personnel Update screens work similarly and have the same function keys.
After accessing the desired screen there will be a message at the bottom of the screen,
“ENTER YOUR CHANGES.”. Key in the data for the update and press Enter. The text
color will change and a new message is displayed at the bottom of the screen. If there are
no errors the message will be “REVIEW DATA. ENTER TO PROCEED.
COMPLETE NEXT TRANSACTION.” Press Enter again to confirm the change. The
system will then return to the Personnel Update Menu or, for workflow transactions, the
system will display the next data screen in the series for the employee.

If there are errors on the data screen when the Enter key is pressed there will be a
message to indicate the type of error and the cursor will be placed at the first field with an
error. The PF1 function key can be used to access online help. Correct the data and press
Enter.




Personnel Update
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PF1 = Help Text. This accesses the help system to display information about the data
screen and its fields. The position of the cursor when PF1 is pressed determines which
help text is displayed:

e Ifthe cursor is in a field, the System displays a description of the field.

e I[fthe cursor is on the message line, the System displays a list of online
messages, in alphabetical order, plus the probable cause and the
recommended action to take.

e Ifthe cursor is on the PF key line, the System displays a description of the
PF/PA keys available for the function being used.

e If the cursor is on the top line of the screen, the System displays a
description of the screen.

e If'the cursor is in any other location on the screen, the System displays the
List of manuals for the function being used

PAT1 = Restart. Press this key to fill all updateable fields with blanks or zeros.

PA2 = Cancel. Press this key to cancel the transaction and return to the transaction menu.
PF2 = Page Back. Press this key to page back in Job Assignments.

PF3 = Page Forward. Press this key to page forward in Job Assignments.

PF4 = Unprotect. When the Enter key has been pressed and a confirmation or error
message appears on the screen only the fields in error are still editable. Press this key to
unprotect the data and return the cursor to the first updateable field.

PF5 = Delete. For Job Assignments press this key to delete the job assignment. Press PF5
again to confirm.

PF7 = Personnel Inquiry. On the employee data screens, press this key to toggle to the
inquiry screen of the Personnel Action Data for the employee.

PF7 = Prior Page. Press this key in the name or ID search screens to display the previous
page of information.

PF8 = Table Inquiry. On the employee data screens, press this key to toggle to the
Control Tables Inquiry menu.

PF8 = Next Page. Press this key in the name or ID search screens to display the next page
of information.

PF9 = Det Edits. On the employee data screens, press this key to display the acceptable
values and other information about the field on which the cursor is located.

PF9 = First Page. On the name or ID search screens, press this key to display the first
page of information.




PF10 = Databeam. Press this key to pass data from the location of the cursor on the
current screen to the calling screen. For example, if the PF9 key has been used to display
a values list for a field on an update screen, then placing the cursor on the desired value
and pressing PF10 will copy the selected value back to the data update screen.

PF11 = Func Menu. Press this key to cancel the current transaction, if any, and return to
the Function Menu.

PF12 = Sign Off. Press this key to cancel the current transaction, if any, and Sign Off the
system.

Navigating the System on the Web
CPPS Main Function Menu and Messages

This screen displays a welcome and other messages for users. It has a menu bar with drop
down selection lists for Personnel, Benefits, Payroll, System Control, and Navigation. This
menu bar is available on all the screens in the system. Moving the mouse over the headings
displays the menu for the functional area. Click on a function in the drop down list to select
it.

The Navigation menu contains the log off selection and a Home selection to return to the
welcome and message screen.
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Personnel Update Menu

This screen lists the transactions for updating employee records. Most of the transactions are
used to directly access specific data for the employee, such as Job Assignments. The title of
the transaction indicates the kind of data it accesses.

Some transactions behave differently. There are two workflow transactions, meaning they
chain several screens together for the user to enter or update data on an employee. There
also is a transaction for transferring an employee to another payroll organization and

another to do Recent Job History Corrections.

There are two transactions used to search for employees by name or ID number.

To use a transaction on this menu enter the employee and the org and then click on the
transaction. For Job Assignments, supplying a job number will access that specific job
assignment, otherwise it presents the first job for the employee.

The employee can be entered as either the name or the ID. Entering the starting letters in
the name is sufficient. If that does not uniquely identified an employee then a list of all

employees matching the string will be displayed for the user to then select the employee.
Names are formatted as Last Name,First Name MI.
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FUNCTION KEYS

Personnel Update Function Keys

Personnel Inquiry Function keys

ONLINE HELP

Explain

All the update and inquiry screens in Personnel, Position Control, and Benefits have a button
with a question mark, as do the Payroll function screens and the Control Table Inquiry screens.
Clicking on this button opens a new web browser window that displays the help page for the
update or inquiry screen in question. The help screens typically have a description about each of
the fields on the screen and some statement about the purpose of the screen.
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Use this page to update information related to job performance evaluations and probationary status of the employee. The data entered on this page is used for
information only; it has no effect on payroll transactions.

Employee 1D Indicates the identification number for the employee

Employee Name Indicates the employee's name

Effective Date |dentifies the date the personnel action{s) becomes effective.

Organization Mame Indicates the name of the organization to which the employee is assigned.

Actions Indicates the personnel actions taken for the employes. The action and sub-action codes relate
primarily to the Personnel Action Data page.

Perfarmance Rating Indicates the rating from an employee's most recent performance evaluation.

Rating Type The type of performance rating give to an employes. A = Annual performance rating, | =
Interim Rating.

Rating Date The date when an employee's last review or rating was done

Mext Review The date when an employee's nest review or rating is due. This date generally should not be
more than one year from the Rating Date

Mon-honetary Award A flag indicating that the employee received a non-manetary award

Rating Supervisor Indicates the name of the supervisor who performed the employee's last performance review

Enter the name in standard name format =

Last name, comma, first name, space, middle initial
Example: Jones Mary C

Reviewer The name of the second level manager or supervisor who approved the rating for the employee

Pasition Mumber A unigue identifying number asigned to each individual position within a payroll organization

Probation/Employee Status A code that designates the rights and privileges granted to an employee.

Prabation Class Identifies the Job Class for the Probation Status

Probation/Status Beain Date The effective date of the current Probation/Emplovee Status for the emplovee. |
g’] Done 8D Internet

In the upper right corner of the page is a link labeled “Table of Contents”. Clicking on that link
displays the help system navigation in a new frame on the left. The table of contents is organized
in a structure that let’s the user expand or collapse sections by clicking on + and — links next to
the section title. Use this navigation to look up information about different areas of CPPS.
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I8 integral HRMS

Integral HRMS Help System
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@ Benefits Use this page to update information related to job performance evaluations and probationary status of the

employee. The data entered on this page is used for information only; it has no effect on payroll transactions
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[T Security Employes ID Indicates the identification number for the employee.
g Employment History Employee Name Incicates the employee's name
Payral Effective Date [dertifies the date the personnel action(s) becomes effective.
@ Personnel
@ Position Control Organization Name ;nscéu(;itsj the name of the organization to which the emploves is
Actions Indicates the personnel actions taken for the employes. The

action and sub-action codes relate primarily to the Personnel
Action Data page.

Performance Rating Indicates the rating from an employee's maost recent performance
evaluation.

Rating Type The type of performance rating give to an employee. A = Annual wl
performance rating, | = Interim Rating.

Rating Date The date when an employee's last review or rating was done

MNext Review The date when an employee's nest review or rating is due. This
date generally should not be mare than one year from the Rating
Date

MNon-hMonetary Award A flag indicating that the employee received a non-monetary
award

Rating Supervisor Indicates the name of the supervisor who performed the

employee's last performance review. Enter the name in standard
name format:

Last name, comma, first name, space, middle initial
Example: Jones Mary C

1 ILIJ Reviever The name of the second level manager or supervisor who =l
@ jevascript:vaid(0); ' Internet

To return to the original update or inquiry screen close the help window by clicking on the web
browser’s close window button or menu choice.

Data beam

Click this to pass the selected data to the calling screen. For example, if a field label has been
clicked to display a values list for a field on an update screen, then clicking ‘Databeam’ on the
desired value will copy the selected value back to the data update screen.




PERSONNEL ACTIONS

Action Code List
Actions and Action Reporting Subtypes

Action

Action Reporting Subtypes

1 - New Hire

2 - Leave of absence with full/partial pay or benefits

3 - Leave of absence without pay

4 - Return from leave of absence

5 - Separation

6 - Promotion

FA - Reappointment
FB - Reallocation/Reclassification
PN - System Maintenance Study

7 - Job reclassification

PN - System Maintenance Study

8 - Demotion

FA - Reappointment

FB - Reallocation/Reclassification
HA - Voluntary

HB - Disciplinary Action

PN - System Maintenance Study

9 - Job assignment change

GA - Vacating one of multiple positions
GB - Hire to additional position

10 - Transfer

FA - Reappointment
FB - Reallocation/Reclassification
PN - System Maintenance Study

11 - Other data change

HB - Disciplinary Action

KA - Probation/Employee Status Change

KB - Adjusted Service Date Change for LWOP
KC - Adjusted Service Date Change for

Break in Service of 90 days or less
KD - Adjusted Service Date Change for

Reemployment
KE - Performance Rating

12 - Data correction

LA - Pay Rate Correction
LB - Appeal Correction
LC - Service Date Correction

13 - Auto-assign Employee ID - Initial Employment

14 - Rehire

NA - Reemployment
NB - Reinstatement

15 - Employee Self-Service change

80 - Pay Adjustment

HB - Disciplinary Action

PA - Movement in or out of SES

PB - Removal from Save Pay

PC - Voluntary Reduction

PD - Restore from Voluntary Reduction
PE - Compression/Matching

PF - Counter Offer

PG - Delayed Promotional Increase
PH - Delayed New Hire Increase

Pl - Performance Pay

PJ - Professional Development

PL - Restore from Disciplinary Reduction
PM - Annual Compensation Survey

PN - System Maintenance Study

88 - Payroll/Benefits Change

71 - Deleted record (display-only)

72 - Organization transfer, status O, C, T (display-




only)

73 - Employee ID change, status X (display-only)




Appointment Actions

New hires can be entered into the system using the New Hire Workflow. This workflow will
walk you through all of the necessary screens. Using the workflow ensures that an employee
record contains all of the essential information.

In order to start the process of entering a new hire, enter the Employee ID (currently the SSN)
and the payroll organization code in the appropriate fields at the bottom of the screen. Using
your mouse, select the Employee New Hire Workflow menu item.
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Colorado Department of
Personnel & Administration

Customers » Credibility « Communications

Fayroll = ian Fepaoring

Personnel Update Menu

Ermployee Mew Hire Wnorkflowm Educational Background
Employee Action Change wWorkflow Work Experience
Personnel Action Data Languages and Skills
Job &ssignments Licenses and Honors
Personal Data Health and Safety Data

alternate address
Payroll and Tax Data: U.S. Grievances

Cisciplinary Events

Job Performance Data Wage Attachments
Employee Org Transfer/ID Change Payment Disposition Data
Marme Search Recent Job History Carrection

Employee ID Search
PRIOR TRAMNSACTION CAMCELLED.

Employee |12345?899 Organization ID AAA

Job Il_

On the next screen, you will enter the employee status date. This date will be used in a number
of the following screens. If you leave it blank, it will default to the current date. Once you have
entered a valid date, using your mouse, you will select Employee New Hire from under the
workflow actions. This step will take you to the first screen for entry.
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Personnel wWorkflow Request

Employee I |12345?899 Crganization Mame IPERSONNEL&ADMINISTRATION-

wWorkflow Action

Employee Mew Hire
||- |
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Enter Status date, and select Workflow Action.
If a Status Date is not entered, then today's date will be used.

Status Date ID?DlZDD5|

Menu

The first entry screen is the Personnel Action Data screen. You will need to fill in the employee
name and other pertinent data surrounding dates and status. When you enter the employee name,
you will want to enter it as last name, first name then middle name or initials. DO NOT insert a

space between the comma and the first letter of the first name.
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Colorado Department of
Personnel & Administration
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Benefits Fayrall

Personnel Action Data

ENTER TRANSACTION DATA.

Employee Employee T
D |12345?899 Name |emp|0yee,samp|e_}
Effective 17012005 ©rganization [LERSONNEL & ADMINISTRATION.
Date Marme
. 01 - Mew Hire E
Actions I J J

Status Information

3 Mame
Marne Suffix I Prefix I

Ernployment Status [A - Active =l Status Date [07/01/2005
Adjusted Svec Date ID?.-"Dl,-"ZDDS Separation I .
Reason a

LOA =
LOA Return Date | foason | |
Regular/Temporary IR - Regular 'l F_uII,.-"Part IF - Full-Time 'l
Time
| . - Agency |—
Employee Type E - Exempt Date 1
Agency I—
Aannual Salary I Date 2
Benefits Base I— Service I—
il cravt Mata  |07/01/2005 | f
4 *

Transaction | j Emplayee |12345?899

Organization ID A8
Enterl MenuI Restart | Unprotect | Table Ing | _?I
The required fields for this screen are:
Employee Name. The name must appear exactly as it does on the Social Security Card.
Effective Date—Date the transaction is effective.

Regular/Temporary—Valid values are:
Regular




Temporary
Full/Part Time—Valid values are:
Full Time
Part Time
Employee Type—Valid values are:
Exempt
Non Exempt
Pay Status—Valid values are:
S- Salaried (Exception Time Reporting)
H- Hourly (Positive Time Reporting)
FLSA Status—Valid values are:
N—Employee not covered by FLSA
Y—Employee covered by FLSA
4 — OT based on hrs over 40/week
8—OT based on hrs over 8/day or 80/14days

Department—Please see the department table for valid values.

After you have hit enter twice, CPPS automatically takes you through the rest of the screens that
are required. The next screen is job assignment data:
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Employee 13457500 Employee
18] Mame

Effective [p7/01/2005 Oraanization [oep S oNNEL & ADMINISTRATION:
Cate Marne
. 01 - Mew Hire -
fctions J J
jiw ;I
- Job Class
Position Mo [78400 cnes [Hecanx Ertry [07/a1/2008

I— Rate - = I_
Pay Rate 4200.000 Code IP Pay period amountJ Grade
% Full-Time IlDD.DD Term |01 - Classified Reg/FT/Monthly 5] Rav IMl - Monthly 1[5}

Cycle
JDDebpar'tmentln'q'D' E%Er‘t |T - Exception by time; Listed j ggt”.:rac'f I—
i Job
ISnedE:ZEEDarl I d IthCIITE:atDrI j gon:;u:-rit\,r I—
Supervisor | ggjnhlgf’ﬁ:?r I—
Date

. Retro [ =




Lrare

After completing the job assignments screen, the personal data screen is next:
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Retro
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Marm Save
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Transaction | j Employee |12345?899
Qrganization ID IAF\A Job Il_
Enterl Menu I Restart I Unprotect I Persannel Ing I Table Ing I _?I

Employee ID
Effective Date

Actions

Marne Suffix

Current Address
City

Zip

Home Phone
wark Phone

Mail Stap

Contact
Relationship

Al Bhone.,

|12345?899
IU?./Ul/"ZDDS

Personal Data Form
ENTER TRAMSACTION DATA. UPDATE FROM PRIOR SCREEN SUCCESSFUL.

Employee Mame

Organization Name

|01 - Mew Hire

[~

IEMPLOYEE,SQMPLE J

IPERSONNEL & ADMINISTRATION-

|
—

Mame Prefix

Contact Data

[1234 vour Street
fezss
[ossasiizz |
[oaassses |
[rnrasarzes |

State

2nd Address

Extension
Ernergency Contact

Contact Phone

e
[+

[=

IR

Ifnrmer employee

|3U33331122

altrrnate Address Flan ’_

Personal Data

Education Levsl

Military Discharge
Date

Country

WVISA Exp Date

Language
Preference

1-9 Status
Referral Source
1

Transaction

Organization 1D

Gender IF - Female 'l Date of Birth
SENSEIN I Blood Type
Actual Marital IM - Married 'l Veteran Time
Status

Ethnicity IB - Black or African American j Yeteran Type
Military Status | P - Mational Disaster Response Personnel j

IDS - Master's degree

IDlUlZUDD
ISpace - English 'l

[ - 1-9 form on file =

d Education Level Year

Citizenship/VISA

alien Registration
Mumber

Clock/Badge
Identification

1-9 Expire Date

ISpace - Mot indicated

H

01011961
l—
111023

|N - Mon-preferenced veteran x|

2001

|Space - U5, Citizen

IUUUUUUUU

T

|99999999

M

I
AbA
Enterl Menu | Restart I

j Employee

Unprotect

[1z3457899

Personnel Ing I TableIan _?I




The next screen is the Alternate Address screen. If you marked the Alternate Address field, you
will need to complete that information on the next screen. This is also where you will fill in any

Kronos indicators.
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Colorado Department of
Personnel & Administration

o
1678

DP Customers ¢ Credibility « Communications

Personnel Benefits Fayrall i
Alternate Address

ENTER TRANSACTION DATA. UPDATE FROM PRIOR SCREEN SUGCESSFUL.

Employee 123457899 Employee
jis] Mame
Effective [n7/01/2005 Qrganization [oep SONNEL & ADMINISTRATION-
Date Name
. 01 - Mew Hire -
Actions I d B
Alternate Mailing Address User Fields
Street I Field/Date I
City I Field/Date I
State or Province I Level-2 I
Zip/Postal Cade I Level-3 |
Work Email I Level-4 I
Level-5 I
Payrule |
Transaction | = Employee |123457599
Qrganization ID AdA
Enter’l Menu | Restart I Unprotect Personnel Ing I Table Ing I ? |

The next screen is the Job Performance Data screen:
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Colorado Department of
Personnel & Administration

Customers ¢ Credibility « Communications

Job Performance Data

ENTER TRANSACTION DATA. YOU MADE NO ENTRIES ON PRIOR SCREEN.

IEBnployee 123457599 Emplovee

Mame
Effective [07/01/z005 rganization [pEpeoNNEL & ADMINISTRATION!
Date Mame
. 01 - Mew Hire b
Actions I J J
Performance Data =

Performance Rating I 'l
Rating Type I 'I Rating Date I
MNext Review I Mon-Manetary Award I 'l

Rating Supervisar I

Reviewer I Employee Position Mumber I

ProbationfEmployee Status Data

Frobation/Employee =

Status I =l Status Class

Prob/Status Date I Probation End Date I fros

Comrnent I

[ ;H
Enterl Menu I Restart I Unprotect I Personnel Ing I Table Ing I 7 |

This screen is optional and will only contain data if it applies.

The final screen in the workflow is the Benefits Enrollment screen:
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em =
Benefits Enrollment
ENTER ¥OUR CHAMGES. YOU MADE NO ENTRIES ON PRIOR SCREEN.

[Employeel—123457sgg ﬁ';“rpn';“e [EmPLovEE SAMPLE
Effective (37072005 GraanizationoEn SONNEL & ADMINISTRATION.
Date Marne
01 - Mew Hire -
Actions I J J

Retirement =

Retirement Plan IP - Pera-Regular 'I Retirement Plan Date ID?DlZDDS Retirerent Percent Split

Leave Accruals
Leave Accrual Plan ISpace - Mon-accruing j Leave Accrual Date ID?DIZDDS

Incentive Data

Thrift Percent Split l_ Thrift Plan Date I— Bonus Plan Eligibility lﬁ

Miscellaneous
Warkers' Cornp. Eligibility lﬁ Pension Participant? Im Wiyoming Waorkers' Cornp Class Code I_
401(k) Eligibility [~ Eiigible =l 401(k) Hardship Date — b
5% Owner Curr Year? Iﬁ 5% Owner Last Year? lﬁ

Corporate Officer Curr Year? I 'I Corporate Officer Last Year? 'I =
i ;IJ

Transaction | = Employee ID |123457599
QOrganization AARA Ben IH
Enterl Menu I Restart I Unprotect I Personnel Ing I Tahble Ing I _?I

You will need to select the appropriate retirement plan. You will also need to complete the

retirement plan date and the leave accrual date.
-2 - QA AED I DS

Colorado Department of
Personnel & Administration

Customers » Credibility » Communications

Personnel Update Menu

Emplayee Mew Hire Worlkflow Educational Background
Employee Action Change Workflow Worl: Experience
Personnel Action Data Languages and Skills
Job Assignments Licenses and Honors
Personal Data Health and Safety Data
Alternate Address
Payroll and Tax Data: U.S. Grievances

Disciplinary Events
Job Performance Data Wage Attachments
Emplayee Org Transfer/ID Change Fayment Disposition Data
Marme Search Recent Job History Correction
Ernployee ID Search

COMPLETE NEXT TRANSACTION REQUEST. UPDATE FROM PRIOR. SCREEN
SUCCESSFUL.

Employee

Job |1_

Organization ID AdA

When you hit enter twice, you will have successfully set up a new employee. In order for the
employee to get paid, the Payroll and Tax Data: US, and the Payment Disposition Data screens
will need to be completed.




Payroll and Tax Data: U.S.:
-2 Q0 a0EE 3 ESHE-E

Colorado Department of
Personnel & Administration

Payroll and Tax Data: U.S.

ENTER TRANSACTION DATA.

Emplovee [ aas7a99 Employee  [EMpLovEE,5AMFLE J
jis) Marne
Effective 13 52008 HraaNiZation [oEp s ONNEL & ADMINISTRATION!
Date Marne
. 01 - Mew Hire =
Actions I =l =
Taxing Information =

Federal |Default (Single) =l Federal IDl
Marital Status Allowances

Federal
FICA Elig IM - Eligible for Medicare deductions only d Additional IDD

Allowance
Federal
Additional I—
withhalding
Amt

. - ——— RS N -

UI Eligibility ISpace - Eligible for state and federal UI deductlonsJ Restriction ISpace Status unknown J

FICA Status — =
Change |FICNCPP.-"QPP eligibility has not changed J

Source of W-

Source of wW- Iﬁ I—
4 Change 4 Change

Date
| — o
Transaction | =l Employee |123457599
QOrganization 1D AAd
Enter | ’m Restart I Unprotect | Personnel Ing | Table Ing I _?I

Remember to use the inside scroll bar to see additional data that may be required, such as state
tax information and worksite codes.

Wage Disposition Data:




Colorado Department of
Personnel & Administration

Customers ¢ Credibility « Communications

Payment Disposition Data

ENTER TRANSACTION DATA.

IES"D'°"EE|12345?899 E':nﬂ':"ee [EMPLOYEE, SAMPLE 1

Effective [3701z008 Oraanization [oeg SONNEL & ADMINISTRATION!
Drate Marne

Actions J J

MNet Pay R ~] Check/Advice =
Disburserment IC ehigck J Disbursement I J

Net Pay Direct Deposit Data
Transit Ma Start Date Account Number Account Type

] r— 7 | H

Additional Direct Deposit Data

e Houne mountor porcert St
- I O | | [~ I | =

2 I | I [ B I H |

3N I N | I G I =T

3 I B | I H | I H |
s [0 | | | I | [~
Transaction | j Employee |12345?899

Qrganization ID AAA

Enterl Menul Restartl Unprotectl Personnel Ing | Table Ing Deletel _?I




Classification/allocation change actions

The actions in this section are to record the reclassification or reallocation of a position. These
actions can have a downward movement, upward movement or sustain at current class. Under
CPPS, promotions, demotions, and other employee actions that change job class will be done it
two parts. The first will be to reclassify the position and the second to apply the personnel action
to the employee’s records.

This action describes how to enter a reclassification or reallocation of the position upward.

The job class on a position can only be changed with Actions 02 in the Position Control Menu
81. (Position Control Update)

Select the menu item Basic Position Update 002 and enter the transaction, position number and
Organization ID of the position you wish to update

Colorado Department of
Personnel & Administration

Customers » Credibility « Communications

Personnel Benefits Payraoll Control

Personnel Action Data
ENTER YOUR CHANGES.

Employee 3323544ac] Emplovee  [peRson,NEw |
10 B Mame
Organization|nepr | ARQR & EMPLOYMENT -KA|
Name il cwali et e et s |
|
“|
Status Information ~
Name Suffix blams
L1 Prefix L1
Employment Status | A - Active ] Status Date [07/01/2005 |
Adjusted Sue Date 0770172005 | Separation |
=== Reason
LOA Return Date I bog | v |
e Reaszon L |
Regular/Temporary E"R - Regular Vu _Ilr_iLlrllL,"EPar‘t "F - Full-Time |»
Employee Type [N - Nonexempt | ooty lo7/o1/2005 |
T Agency ]
Annual Salary | 54000.00 | patez L |
Benelis Bass i i Service  [p7/01/2005 | he
¢ ! 2
Transzaction Employee i_?__223344£-4-
Organization ID Lt{ﬁﬁ !
[Enter] [Menu] [ Restart ] [ Unprotect ] [ Table Ing ]

e

You may press F1 or F9 in any valid field for the help screens for any valid field
Be sure to always change the effective date to the date the action is effective. The default date is
always current date. You will change any fields that are pertinent on this screen.




Colorado Department of
Personnel & Administration

Personnel Benefits Payroll

Work Title |

Reports To KAAD1722] ﬁsﬁfb’;';”‘f”t KAA | Essential [N-No  |w
i Company \:’ Corporation

Work Location KA Begin Date 07/01/2005 | End Date |a9/99/9999 |

Diwvision

Position Status |V - Vacant active position ¥| Status Date 07/01/2005 | Job Class [HeGa3x]
;’:ﬂ;ﬂrﬂme [F - Full-time ¥ Allotted FTE %  [100.00 | ;’r'?dr:"c"g;r”"” P - Permanent |
Seaszonal | vl Pay Cycle | M1 - Monthly 1 v| Pay Grade E|

Step |j Term | 01 - Classified Rea/FT/Maonthly Vl

Rate Code Minimum Rate 3257.000 | Maximum Rate | 4982.000 |
Hours per Week |El Shift Indicator | D - Day shift v| Worl: Schedule Wi@

Work Categary | w | Group Indicator | w | Pasition Type | M - Nonexempt Vi

Previous Position MNew Position i
e 19C3X NS Funded ¥ - Yes hd
Premium Pay | Vl User Field 1

Evaluation Result | RR - Reclassification recommended Last Evaluation Date |
Date Last o :

Reclassified EtganmaLr L ing

Confidential Supervisory

Indicator | v| Indicator | v|

Baona Fide Occupational Qualification Code |

Informaticonal Data

Last Action Date 07/01/2005 Cross Ref Minimum Record Flag

Last Actions

Transaction Position |KAAB8102 Organization ID | KAaA |

Press

If there are no errors, the text color will change and the following message is displayed at the
bottom of the screen:

The job assignment screen is the next screen in the workflow, it must be updated with the new
information for the position. The fields that should be updated are the begin date, job class, class
entry date (very important for reporting purposes) pay rate and start date (in the account line).




Colorado Department of
Personnel & Administration

Customers « Credibility « Communications

Pers Benefits Systemn Control
Begin Date |08/01/2005 | Date 99/99 999%_! Group
D
N Ioh Class
Paosition Mo !88102 Class HEG-Q-}OCI Egir: 08/01/2005
Pay Rate | 4995.000 | gztdee Grade !Eu_]
% Full-Time [100.00 | Term : i
anac o8 ycle
g Time I |
Job [ Contract
Department |K£\A—| geaﬂzrt Date I—I
Seasonal Shift anb. it |—|
Ind Indicator DEH'D” ¥l 1
ate
Adjusted
Supervisor | Seniority | |
Date )
i Retro
Job Title | GEMERAL FROFESSIONAL I‘l.-! Effective
Date
o MNorm Save . .
Egm Tl | Hours EeE i—l
) Indicator Date )
CERT N USER Earnings Rate/Amount Percent Start Stop
12354008100 ] 88102 [REG | | 4995.000 |  [100.00 | |07/01/2005 | |99/99/5993 |
— [ =l 1 | [o00 | | | |
| LI — L I | [ooo | | | |
Transaction |_ v| Employes (222334444 |
Organization ID 4.7 Job
[Enter] [Menu] [ Restart ] [ Unprotect ] [ Delete] [ Perzonnel Ing ] [ Table Ing ] [ Page Back ] [ Page Fwd ]

Press

If there are no errors, the text color will change and the following message is displayed at the bottom of
the screen:

REVIEW DATA ENTER TO PROCEED
REQUEST

COMPLETE NEXT TRANSACTION

You will be scrolled to screen 5 for any needed corrections. If none, hit enter twice.

You will also need to update screen 9 “Probation/Employee Status Data




R N - Ne k- A || s e

Colorado Department of
Personnel & Administration

Customers # Credibility « Communications

Job Performance Data

REVIEW DATA. ENTER TO PROCEED. COMPLETE MNEXT TRANSACTION REQUEST.

Employee 55057500 Employee |EMPLOYEE,SAMPLE 1
jin] Mame
Effective [77701/2008 farganization [oep SoNNEL & ADMINISTRATION:
Date Marne
E 11 - Other data change j
Actions
kA - Employes Status Change j

Performance Data =

Performance Rating I *I
Rating Type I 'I Rating Date I
Mext Review I Mon-Monetary Award I *I

Rating Supervisor |

Reviewer | Ernployee Position Mumber I

ProbationfEmployee Status Data

Probation/Employse |04 - Probationary j Status Class |H6G3><><
Status
Prob/Status Date ID?HDL’?DDS Prabation End Date |06f30f2006 i
Comment IREALLOCATED FOSITION UPWAR
i ;H
Enterl Menu I Restart Unprotect | Personnel Ing Table Ing I 7 I
—J

Note the Comment field

If there are no errors, the text color will change and the following message is displayed at the bottom of
the screen:

REVIEW DATA ENTER TO PROCEED  COMPLETE NEXT TRANSACTION
REQUEST




DATA CORRECTION ACTIONS

The Data Correction Action is a general action to be used for correcting information on an
employee that would not be covered by another action.

The examples that follow are for correcting the work phone number on the Personal Data screen
(Screen 5) and correcting the service date on the Personnel Action Data screen (Screen 3). To
correct other kinds of data follow these examples and select the appropriate screen to access the
data to be updated. Use the Data Correction Action Code (12) and the Action Subtype, if one
applies.

Employee ID Change

For an Employee ID Change, please contact hr.support@state.co.us.

Data Correction

EXAMPLE #1: In this example to correct the work phone number. In the employee (EMPL)
field, enter the employee’s Social Security Number or Last Name. In the Organization ID
(ORQ) field, enter the Department payroll Org Code (AAA, ..., JAA, ..., TAA). Select Personal

Data, from the Personnel Update Menu.
E-=-Q 0 QGBI S-S

Colorado Department of
Personnel & Administration

Payroll Systern MNavigation Reporting

Personnel Update Menu
Ermployee Mew Hire Workflow Educational Background
Ernployee Action Change Warkflow Wark Experience
Persannel Action Data Languages and Skills
Job Assignments Licenses and Honors
Personal Data I Health and Safety Data
Alternate Address

Payroll and Tax Data: U.S. Grievances

Disciplinary Events

Job Performance Data Wage Attachments
Ermployee Qrg Transfers/ID Change Payment Disposition Data
Marne Search Recent Job History Correction

Ernployee 1D Search

COMPLETE NEXT TRANSAGTION REQUEST. ¥OU MADE NO ENTRIES ON PRIOR
SCREEN.

Employee Organization 1D f:7-¥-)

Job




-2 -0 d0Ed S SHE-EH

Colorado Department of
Personnel & Administration

Customers » Credibility « Communications

Personal Data Form

ENTER YOUR CHANGES.

Ermployee ID
Effective Date

Actions

Marme Suffix

Current Address
City

Zip

Horme Phone
Wwork Phone

Mail Stop

Contact
Relationship

alt Phone
=
Transaction

Organization ID

|12345?899
ID?.-"’UZ.-"’2DDS

Ermploves Mame

Qrganization Mame

IEMPLOYEE,SAMPLE ]
IPERSONNEL & ADMINISTRATICN-

|12 - Data correction

=

|
—

Mame Prefix

Contact Data

[1z34 voUR sTREET
[cenver |
[rozss
[303/333-1122 |
[303/344-5566 |
[aae | Dra
[sPouse |
[03/4aa-5252

State

znd Address

Extension

IFORMER EMPLOYEE

|303.-"'333—1122

Alternate Address Flag I

Ernergency Contact

Contact Phone

» |

= Emplovee |123457899
AL
Enterl Menul Restartl Unprotect | Personnel Ing I Tahle Ing | _?I

Change the “Effective Date” and enter Action Code 12 (Data Correction) as the Action. Place

your cursor in the field that needs correcting, make your changes and press
-2 -0 A QAEF 3 SH-S

REVIEW DATA
Ermployes ID
Effective Date

Actions

Mame Suffix

Current Address
City

Zip

Home Phone
Waork Phone

Mail Stop

Contact
Relationship

Alt Phone
L
Transaction

Organization ID

Colorado Department of
Personnel & Administration

Personal Data Form

. ENTER TO PROCEED. CONMPLETE MEXT TRANSACTION REQUEST.

|12345?899
ID?.-’"DS.-"ZDDS

Employes Name |EMPLOYEE,SAMPLE a

IPERSONNEL & ADMINISTRATICON-

Organization Mame

|12 - Data correction

=

|
—

Mame Prefix

Contact Data

|1234 YOUR STREET
T
o]
[Fosrssiizz]
[osrszassee]
fana
[Eromse ]
[osraaaszoz]

DPA

State

znd Address

L

Extension

Ernergency Contact IFORMER EMPLOYEE

|303.f’33371122

Alternate Address Flag I

Contact Phone

AAA

Enterl Menu | Restart |

H

|123457899

| Table Ian _?I

Employee

Unprotect | Personnel Ing

If there are no errors the following message is displayed at the top of the screen:




“REVIEW DATA. ENTER TO PROCEED. COMPLETE NEXT TRANSACTION
REQUEST.” again to complete the transaction.
D[ el (| - S -

Colorado Department of

Personnel & Administration

Personnel Update Menu

Employee Mew Hire Workflow Educational Background
Employee Action Change Workflow Worle Experience
Personnel Action Data Languages and Skills
Job Assignments Licenses and Honors
Fersonal Data Health and Zafety Data
Alternate Address
Payroll and Tax Data: U.S. Grievances

Disciplinary Events
Job Performance Data Wage Attachments
Ernployee Org Transfer/ID Change Payrent Disposition Data
Mame Search Recent Job History Correction
Employes ID Search

COMPLETE NEXT TRANSACTION REQUEST. UPDATE FROM PRIOR SCREEN
SUGCESSFUL.

Employvee | Organization ID LYY

Job Il_

EXAMPLE #2: Correct the service date. In the employee (EMPL) field, enter the employee’s
Social Security Number or Last Name. In the Organization ID (ORG) field, enter the
Department payroll Org Code (AAA, ..., JAA, ..., TAA). Select Personnel Action Data from

the Personnel Update Menu.
-2 Q0 dQEGBE-SE-H

Colorado Department of
Personnel & Administration

Reporting

. Personnel Update Menu
f Employee Mew Hire Wworkflow Educational Background
. mployee—aeter-change Workflow worl Experience
Languages and Skills
BESTaTITTTE Licenses and Honors
Persanal Data Health and Safety Data
Alternate Address

Payroll and Tax Data: U.5. Grievances
Disciplinary Events

Job Performance Data Wage Attachrents
Employee Org Transfer/ID Change Payment Disposition Data
MName Search Recent Job History Correction

Employee ID Search
PRIOR TRANSACTION CAMCELLED.

Employee

Job Il_

Qrganization ID Ad A




-2 - DN d @IS

Colorado Department of
Personnel & Administration

Personnel Action Data

EMTER YOUR CHANGES.

Employee|—12345?agg Employse |EMPLOYEE,SAMPLE 3
=] Marne
Effective |u?012005 Orga“'zat'°“|PERSONNEL & ADMINISTRATION-
Drate Marne
. 12 - Data correction j
Actions = -
LC - Service Date Caorrection j

Status Information

: Marne
Marme Suffix I Prefix I

Employment Status |4 - Active =l Status Date |0?;’01£2005
Adjusted Svc Date [06011999 Separation | -
Reason =

LO& =
LOA Return Date | Roason | =l
Regular/Termparary IR - Reqular 'I Fl_.|II/Par't IF - Full-Tirme 'I
Time
I N _I Agency
Employee Type E - Exempt Date 1 I
Agency l—
annual Salary I 50400.00 Date 2
Benefits Base I— Service
S lm e Chaet Mists |D?;’01f2005 =
a| | 3
Transaction | d Employee |12345?899

Organization ID A0

Enterl MenuI Restar‘tl Unprotect I Table Ing I _?I

Change the “Effective Date”, if necessary, enter Action Code 12 (Data Correction) as the Action
and Action Subtype LC (Service Date Correction). Place your cursor in the field that requires
correction. Make your changes and press W

If there are no errors the following message is displayed at the top of the screen:

“REVIEW DATA. ENTER TO PROCEED. COMPLETE NEXT TRANSACTION
REQUEST.”

again to complete the transaction.




LEAVE ACTIONS

The actions described in this section are used to record events of leaves of absence with or
without pay for any of the following reasons and to record the return from such leave.

Disciplinary Suspension

Family Medical Leave has been designated
Leave without Pay, no leave accruals
Short-Term Disability

Voluntary Furlough

Leave With Pay

From the Personnel Update Menu, select 002, Change Workflow. On the following submenu
enter option 99, Default Workflow. The first data screen presented is the Personnel Action Data.
Enter the Action Code 02, Leave of Absence with Pay. This action should be used for situations
when the pay will be either full or partial. This should also be used for employees who are going
on short-term disability or FMLA. Enter the appropriate data in all required fields. Follow the
screen prompts after completing each screen to record the data changes.

C-m - QR A AETI B SH-E

Colorado Department of
Personnel & Administration

Customers » Credibility « Communications

Personnel Benefits Fayrall

Personnel Action Data

ENTER ¥YOUR CHANGES.

Employes [173457699 Bmployes  [EMPLOYEE,SAMPLE J
s Mame
Effective 33012005 farganization [oep SoNNEL & ADMINISTRATION:
Crate Mame
. 02 - Leave of absence with full or partial pa <
Actions E Bay J J
Status Information =
- Mame
Marme Suffiz I Prefix I
Ernployment Status |P - LO& with full or partial pay j Status Date IDBDl2DDS
Adjusted Svc Date [06/0L/1999 Separation [ -
Reason =
LoA -
LOA Return Date I REasan |D4 Personal J
Regular/Temporary IR - Regular 'i .’T_iL:_IIL’;Part IF - Full-Time 'l
Employee Type IE - Exempt 'I ggai:?r I
Agency I—
annual salary I S0400,00 Date 2
Benefits Base I— Service I—
[P et mara  |06/01/1399 =
i | v
Transaction I j Emplayee |12345?899
Organizatian ID nAg

Enterl Menul Restar‘tl Unprotect I Table Ing | _?I




REQUIRED FIELDS:

EFFECTIVE DATE
ACTION CODE
STATUS, valid values are:
P - Leave of absence with pay
B - Benefits
S - Short-term disability
STATUS DATE: date on which the new status becomes effective

LOA REASON, valid values are:
01 - Disability
02 - Military
03 - Maternity, paternity
04 - Personal
05 - Illness
06 - Family obligations
07 - Education
08 - Furlough
09 - Sabbatical
10 - FMLA Care of Newborn, Newly Adopted, or Foster Child
11 - FMLA Family Illness
12 - FMLA Personal Illness
13 - Disciplinary Suspension

OPTIONAL FIELDS:

LOA RETURN DATE: actual or estimated date of return
You should also go to the Job Assignment screen and put in the correct dates. Especially if the
person is going to have any portion of the time be leave without pay. Your payroll office may

have additional paperwork that you will need to complete and submit in order to ensure that the
person on Leave receives the correct pay and benefit deductions.




Leave Without Pay

This action will be used to stop salary payments to employees who have exhausted all leave
accruals or have been placed on short-term disability or Family Medical Leave. From the
Personnel Update Menu, select 003, Personnel Action Data. Enter the appropriate data in all
required fields. Follow the screen prompts after completing each screen to record the data
changes.

Colorado Department of
Personnel & Administration

Customers » Credibility « Communications

Personnel Benefits

Payrall 'y a
Personnel Action Data
EMTER YOUR CHANGES.

Employee 515751027 Employee  [oERson LAST
jis} Marne
Effective [1p1z005 @raanization [LEpT | AROR & EMPLOTMENT -KA
Date Mame
. IDS - Leave of absence without pay j
Actions J

Status Information

N Mame
Name Suffix Frefis

Employment Status IL - Leave of absence without pay j Status Date (11012005
adjusted Sve Date |11012005 Separaton, :
Reason =

LOA -
LOA Return Date Riaton |D4 Fersonal J
Regular/Ternporary |R - Regular 'l F'.Jlljpa"t F - Full-Time =
Time
N - Agency |—
Employee Type M - Nonexempt Date 1 1z2/01/2005
Agency ,—
Annual Salary 30000.00 Date 2 12/02/2005
Benefits Base l— Service ,—
Salary Start Date L200152005

Pay Status |S - Salaried (Exception time reporting)j Elfgwlgﬁity |Space - Active employeej
FLSA Status |Y - Employee covered by FLSA j Department [KAA
MEMO IRETURN FROM LWOP SRV DT ADJ

Organizational Data

COFRE ORGN |1351 Division 1D I Corporation I Company [D I

Informational Data

Last Action I— Minirmurm l_
Diate 12/02/2008 [le]

Record Flag
Last Ill - Other data change d
. —_
Transaction | = Employee |s10281022
Qrganization 1D KA

Enterl Menul Restartl Unprotect | Tahble Ing I _?I




REQUIRED FIELDS:
EMPLOYEE NAME: system generated

EMPLOYMENT STATUS: Enter the appropriate code from the list below. Consideration
should be given to the payment of benefits shares.

L — Leave of absence without pay

S — Short term disability

B — FMLA leave
STATUS DATE: date on which the new status becomes effective
LOA RETURN DATE: actual or estimated date of return from leave

OPTIONAL FIELDS
No other fields need to be changed in this action




Return From Leave of Absence(LOA)

The return from leave of absence action will return the employee to active status and update job
screens to resume salary payments. From the Personnel Update Menu, select 003, Personnel
Action Data. Enter transaction 04 and complete all required fields. Follow the screen prompts

after completing each screen to record the data changes.
-2 00 0SB S w -

Colorado Department of
Personnel & Administration

Customers ¢ Credibility « Communications

Fersonnel Benefits Payroll

Personnel Action Data

ENTER YOUR CHAMNGES.

Emplayes 3 nza1nze Employee  [Epsow LasT

jis) Mame

Effective [11012005 Grganization [LepT | ApOR & EMPLOYMENT -KA

Date Marne

. |04 - Return from leave of absence =l
Actions I J
Status Information 1|

Name Suffix I g:en;ii I

Employment Status [A - Active = Status Date |11012005

Adjusted Svc Date [11012005 g::gantm” | T
[ >l0ARetumn Date  [1z012005 o =

Regular/Temporary IR - Regular 'l _'I:_iul_lf:art IF - Full-Time 'l

Employee Type IN - Monexempt 'I gga?:iy I12f01.-"2005

annual Salary | 30000,00 Bgaf:?’ |12f02£2005

Benefits Base I— Service I—

Salary Start Date 12/01/2005 -

1 | »

Transaction I j Employee |810281022

Organization ID AR

Enterl MenuI Restar‘tl Unprotect I Table Ing | _?I

REQUIRED FIELDS:

EMPLOYEE NAME: system generated

EMPLOYMENT STATUS: A — Active

STATUS DATE: date on which the new status becomes effective
LOA RETURN DATE: effective date of return

OPTIONAL FIELDS

JOB DEPARTMENT

JOB SENIORITY DATE

No other changes are needed on this screen




OTHER DATA CHANGE ACTION

The ‘Other Data Change’ Action is a more general action to be used for adding or changing
information on an employee that would not be covered by another action. The changes done
under this action shouldn’t include updates to the employment status, pay rate, or job
assignments for the employee. Remember that there are other Action Codes, like the ‘Job
Assignment Change’ and ‘Data Correction’ that may be the correct Action Code to apply
depending on the change to be made.

This ‘Other Data Change’ action generally covers adding or changing data such as the following:
e Service Dates, such as updating the Adjusted Service Date or Leave without Pay
e Personal Data
e Performance Ratings (on screen 9, Job Performance Data)
Certification or Probation (also on screen 9, Job Performance Data)
Agency Tracking Dates (such as on screen 3, Personnel Action Data)
Emergency Contact Information (on screen 5, Personal Data)
Alternate Address
Kronos Labor Levels and Pay Rule (on screen 6, Alternate Address)
Other biographic data, such as Educational Background, that can be recorded about an
employee in CPPS

The examples that follow are for changing personal data or emergency contact information on
the Personal Data screen (Screen 5) and changing the Work Experience Data (Screen 12). To
change other kinds of data follow these examples and select the appropriate data screen to access
the data to be updated. Use the ‘Other Data Change’ Action Code and the Action Subtype if one
applies.




Changing Personal Data or Emergency Contact Information

In the “EMPLOYEE” field, type in the employee’s Social Security Number or Last Name. In
the “ORGANIZATION ID” field, type in the Department Org Code (AAA, ..., JAA,..., TAA).
Select Personal Data from the Personnel Update Menu.

Colorado Department of
Personnel & Administration

Customers « Credibility « Communications

Personnel Update Menu
Employee Mew Hire Waorkflow Educational Background
Employee Action Change Worlkflaw Wirork Experience
Personnel Action Data Languages and Skills
Job Assignments Licenses and Honors
Personal Data Health and Safety Data
Alternate Address
Payroll and Tax Data: U5, Grievances

Disciplinary Events
Job Perfarmance Data Yifage Attachments
Ernployee Org Transfer/ID Change Payment Disposition Data
Mame Search Recent Job History Correction
Employee ID Search
PRIOR TRANSACTION CANCELLED.

Employee Organization 1D KA/

Job

Colorado Department of
Personnel & Administration

Benefits

Fersonnel Pavyroll

Personal Data Form

ENTER YOUR CHAMNGES.

Employee ID ISlUZSlUZZ Employee Mame IPERSON,LAST
Effective Date |12/12/"2005 Organization Mame IDEPT LABOR & EMPLOYMENT -K A
|11 - Other data change j

Actions I

H
Narme Suffix I Mame Prefix I =

Contact Data

Current Address I].DD SUNSHINE ROAD|

City [EverGrEEN | State 3
Zip W znd Address
Horne Phone Im

Work Phone Im Extension

IR

Mail Stap IKAA LABOR. & EMPLOY Ermergency Contact IPERSON,PC
Contact I—_
Relationship ISPOUSE Contact Phone 303/670-7777
Alt Phane Alternate Address Flag I_

o

B

Transaction

|

=) Employee  [g10281022
Organization ID [T

Entarl MenuI Restart I Unprotect I Personnel Ing I Table Ing I _?I
Tab to the field you would like to change and make your changes and press

The following message is displayed at the bottom of the screen:




“REVIEW DATA. ENTER TO PROCEED. COMPLETE NEXT TRANSACTION
REQUEST.”

Enter again to complete the transaction.

Changing Work Experience/Professional Organizations

In the “EMPLOYEE” field, type in the employee’s Social Security Number or Last Name. In
the “ORGANIZATION ID” field, type in the Department Org Code (AAA, ..., JAA,..., TAA).
Select Personal Data from the Personnel Update Menu.

Colorado Department of
Personnel & Administration

Customers « Credibility « Communications

Reporting

Personnel Update Menu

Employee Mew Hire Waorkflow Educational Background

Employee Action Change Worlkflaw Wirork Experience

Personnel Action Data Languages and Skills
Job Assignments Licenses and Honors
Personal Data Health and Safety Data
Alternate Address
Payroll and Tax Data: U5, Grievances

Disciplinary Events
Job Perfarmance Data Yifage Attachments
Ernployee Org Transfer/ID Change Payment Disposition Data
Mame Search Recent Job History Correction
Employee ID Search
PRIOR TRANSACTION CANCELLED.

Employee Organization 1D KA/

Job Il_




Colorado Department of
Personnel & Administration

Fersonnel Benefits Pavyroll

Work Experience

ENTER YOUR CHAMNGES.

Employee [Giozatnze] Employee  [oEpsow LasT
jin] Marne
Effective [tz7iz/zo05 | Graanization [LEpT | AROR & EMPLOYMENT -KA
Date Mame
. 11 - Other data change =
Actions I L J J

Last Biographic Update I

Experience =
From Im To Im End Salary IT
Type Employer Code Location Highest Position Title/Function
| - Clerical = |ealL sEROSPACE | [ | I~ |

Frorn |01011998 To |12311999 End Salary |32

Type Ermployer Code Lacation Highest Pasition Title/Function
F - Professional =l [TECH DEFOT | I |o - other = memT analvsT

Fraorn I To I End Salary I

Type Ermployer Code Lacatian Highest Pasition Title/Function
I o I — . _H
o ;
Transaction I j Employee |810281022
Organization ID Y
Enterl Menu I Restart I Unprotect I Personnel Ing I Table Ing I _?I

Tab to the field you would like to change and make your changes and press

The following message is displayed on the screen:
“REVIEW DATA. ENTER TO PROCEED. COMPLETE NEXT TRANSACTION

REQUEST.”
Enter again to complete the transaction. W
Educati6fTBackground Data

In the “EMPLOYEE” field, type in the employee’s Social Security Number or Last Name. In
the “ORGANIZATION ID” field, type in the Department Org Code (AAA, ..., JAA,..., TAA).
Select Personal Data from the Personnel Update Menu
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Colorado Department of
Personnel & Administration

Personnel Benefits

Educational Background

REVYIEW DATA. ENTER TO PROCEED. COMPLETE NEXT TRANSACTION REQUEST.

|?09121234
Ill/leZDDS

Employee 1D
Effective Date

Employee Mame

Qrganization Mame

IPERSONJNOT AREAL

IPERSONNEL & ADMINISTRATION-

Actions 11 - Gther data change =
H
Last Biographic Update I
Institution Credits
Degree Type Tear Institution Code Earned / Required
|aas |u - Undergraduate [ FEEE lcca f ERIEE
MajDrIHR MinDrICOMMUNICF\TIO
|BsM |u - Undergraduate ] |z000 |METRO STATE f [7z [7=2
MajDrIHR Minorl
| |G - Graduate =l |z001 |cu DENVER f ERIES
MajDrIHR MinDrIORG DEVELCPME
| | [~ I | | (.
l ] e
Transaction I_ 'I Employes |?I39121234
Crganization ID A8A
Enterl Menu | Restart I Unprotect I Persannel Ing I Table Ing I _?l

Tab to the field you would like to change and make your changes and press

Degrees should be entered in level and date order. For example, an employee with an
Associates, 2 bachelors and a masters should have the Associates listed first, followed by the
first Bachelors, then the second, and the Masters.

The following message is displayed on the screen:
“REVIEW DATA. ENTER TO PROCEED. COMPLETE NEXT TRANSACTION

REQUEST.”

Enter again to complete the transaction.

I

pd




PAY ADJUSTMENT ACTIONS

The pay adjustment actions described in this group are intended for recording pay changes for an
employee that occur separately of other employee actions. Pay adjustments may be either an
increase or a decrease in dollars. They can be for base or non-base dollars. Non-base adjustments
may be for ongoing payments or they may be one-time payments.

Base Pay Adjustment

When an employee’s base pay rate is being changed for reasons not covered by other personnel
actions like a promotion, use “Pay Adjustment” as the Action on the entry. Use the Action
Subtype to indicate the reason for base pay rate change. As examples, here are some of the
Action Subtypes for Pay Adjustments. Please see the complete list in Appendix x.

Performance Pay

Removal from Saved Pay
Counter Offer

Movement In or Out of SES
Delayed Promotional Increase

Select the Job Assignments screen from the Personnel Update Menu. The specific job to update
may be selected on the menu or by paging between Job records from the Job Assignments
screen.

-2 QA Qa3 D IE-EH

Colorado Department of
Personnel & Administration

Reporting

Personnel Update Menu

Employee Mew Hire Warkflow Educational Backgraund
Employee Action Change Workflow Wark Experience
Personnel Action Data Languages and Skills
Job Assignrnents Licenses and Honars
Personal Data Health and Safety Data
Alternate Address
Payroll and Tax Data: U.S, Grievances

Disciplinary Events
Job Performance Data Wage Attachments
Employee Org Transfer/ID Change Payment Disposition Data
Mame Search Recent Job Histary Correction

Employee ID Search
PRIOR TRANSACTION CANCELLED.

Emplovee QOrganization 1D KA
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Colorado Department of
Personnel & Administration

Job Assignments

ENTER YOUR CHAMGES.

Employee Employee

e Bl0zA1022 Emele [FERSON LAST

Effective [12017005 Graanization [LEpT | AROR & EMPLOTMENT -KA
Date Mame

|80 - Pay adjustrnent j

— L r

sbbe [ o B fa | ‘

Time

. End l— Keeping
I:>Beg|n Date |12f01f2005 Date FEEEEEET] Graup
jis)
Job Class
Position No ITQDUD Class HEG1IX Entry IlZ/Ul/ZDDS
Date
Pay Rate I 2500.000 E‘:?e P - Pay period amount 'I Grade HZz6
I— Pa
% Full-Time |100.00 Term |Dl - Classified Reg/FT/Monthly j Cyi:le |M1 - Monthly 1 j
Time
Job I— — = Contract I—
Departrment KA giﬂzrt |T - Exception by time; Listed J Date
. Job 1=
Seasonal =] shift l—;l I—
Indicator I [~ Indicator 1D Day shift gea?énrlty
Adjusted
Supervisor IPERSON, MEW Senlorltyl
Date
Retro
Job Title IGENERF\L PROFESSIONAL T Effective I
Date
Norm Save
Norm F/T Hours =l Pay I—
Hrs f
Indicator Date
CERT USER. Earnings Rate/Arnount Percent Start Stop

|—>DUMP accour [ 7000 RE [ 2500.000 [Lon.00 [1z/01/2005 [ EEEEEEEE]

4

T 1R
SlliE

Transaction Employee |810281022
Organization ID IKAF\ Job Il
Enterl Menu I Restart I Backward I Forward I Unprotect I Delete I Personnel Ing I Table Ing I 7 |

Change the “Effective Date” if necessary and enter ‘“Pay Adjustment”, code 80, as the Action.
Enter the Action Subtype and update Pay Rate to the new amount.

Press Enter. If there are no errors the following message is displayed:

REVIEW DATA. ENTER TO PROCEED. COMPLETE NEXT TRANSACTION.
Enter again to complete the transaction.

REQUIRED FIELDS:

EMPLOYEE NAME: system generated

ACTION CODE: Enter code 80, Pay Adjustment

OPTIONAL FIELDS

ACTION SUBTYPE:




Non-base Pay Adjustment (Ongoing Payments)

Ongoing non-base pay, like a clothing allowance, can be entered on the Job Assignment screen
using “Pay Adjustment” as the Action on the entry.

Select the Job Assignments screen from the Personnel Update Menu. Change the Effective Date
if necessary and enter “Pay Adjustment”, code 80. Enter the Action Subtype if one applies.
Enter or update an account line to pay the adjustment. The Earnings Code on the Account Line
for the payment will indicate the reason for the payment. In the example below the employee is
receiving a clothing allowance.

When doing a pay adjustment for other earnings such as temporary pay, benefit allowances,
etc...do not create a second job unless all the account lines are full. Do not put a % in the percent
field. Enter the date the pay is effective and the ending date. The payroll system will pay it as it

should for the period of time specified.
-2 QMR B-am-E

Colorado Department of
Personnel & Administration

Customers « Credibility « Communications

FPersonnel Benefits Fayrall

Job Assignments

ENTER YOUR CHAMNGES.

Employee [ ma10az Employee  [oepson,LasT

jis) Mame

Effective [12012005 Graanization [LepT L apOR & EMPLOYMENT -KA
Date Mame

|80 - Pay Adjustrnent d

:> actions | r

Total User =
wbhe [ jobs 1L e |
Time
. End [55993995 | Keeping
|::>Beg|n Date |12f01f2005 Date 99999999 Graup
jin)
Class
Position Mo ITQDUD i:olgss HEG1IX Entry |12/01/2005
Date
Pay Rate I 2500.000 E‘:?e P - Pay period amount 'I Grade Hz6
. - =] Pay =
% Full-Time |100.00 Term [0 - Classified Reg/FT/Monthly = Cyele ML - Monthly 1 7]
Time
Job - - Contract
Departrment IKAA Ezggrt IT - Exception by time; Listed j Date I
. Job ~
Seasonal = Shift lﬁ - I—
Indicator I J Indicator 1D - Day shift Seniarity
Date
Adjusted
Supervisor IPERSON, MEW Senlorltyl
Date
Retro
Job Title IGENERAL PROFESSIONAL T Effective I
Date
Norm Save
u?srrn FT Hours j Pay I
Indicator Date
CERT F USER Earnings Rate/Amount Percent Start Stop
DUMF ACCOUT [ [ 7eo00 REG | 2z500.000 JLo0.00 |1z/01/2005 | EEEEEEEE]
l:> DUMP ACCOU [F [ 79000 TEM | soo.000 | .00 |12012005 [12/30/2005 _
I - - I_»H
Transaction I j Employee |810281022
Organization ID KA A Jab Il
Entarl Menu I Restart I Backward I Forward I Unprotect I Delete I Personnel Ing I Table Ing I ? |

Press Enter. If there are no errors the following message is displayed:

REVIEW DATA. ENTER TO PROCEED. COMPLETE NEXT TRANSACTION.




Enter again to complete the transaction.

Non-base Pay Adjustment (One-time Payment)

There are two choices for making one-time non-base payments to employees. The first way is to
do the entry as a Payroll Adjustment through the Payroll function at your agency. This is not the
same as an action on the Job Assignment.

The second way to make a one-time payment is to add it to the employee’s job assignment with
Account Start and Stop Dates to apply during one pay period. The Earnings Code will indicate
the type of payment.

To make a one-time payment via the employee’s job records, select the Job Assignments screen
from the Personnel Update Menu. Change the Effective Date if necessary and enter “Pay
Adjustment”, code 80. Enter or update an account line to pay the adjustment. In the example

below the employee is receiving a clothing allowance.
-0 -Q0dQE @B S E-E

Colorado Department of
Personnel & Administration

ENTER YOUR CHAMGES.

Employee [ nza102z Employee  [oERsoNLAST
jis] Mame
Effsctive [T2012005 Graanization [LEpT | AROR & EMPLOTMENT -KA
Date LT
. a0 - Pay Adjustrment 2
Actions I Locl =l E|
Total User =
wbhe [ Jobs 1 iV
Time
. End l— Keeping
Begin Date IlZf"UleDUS Diate 99999999 Group
jis)
Class
Position No ITQDUD ';l:olk;ss HEG1IX Entry IlZfUl/ZDDS
Date
Rate -
Pay Rate 2500.000 Code P - Pay period amount = Grade HZz6
5 K I N =] Pay N -
% Full-Time |100.00 Term |Dl Classified Reg/FT/Monthly J Cycle |M1 Monthly 1 J
Time
Job I— — = Contract l—
Departrment KA giﬂzrt |T - Exception by time; Listed J Date
Seasonal <] Shift lﬁ e I— a
Indicator I J Indicator 1D - Day shift Seniority
Date
Adjusted
Supervisor IPERSON, ME W Seninrityl
Date
Retro
Job Title IGENERAL PROFESSIOMNAL I Effective I
Date
MNorm Save
b T Hours | | Pay |
Indicator Date
CERT F USER. Earnings Rate/Amount Percent Start Stop
DUMP ACCOUT [ [ 7enmn REG [ z500.000 |100.00 |12/01/2005 |12/30/2005
DUMP ACCOUT [ [ 7enmn UNF [ 1s0.000 | 0.00 |12/01/2005 |12/30/2005
[ | [ 0.00 | [ ©
4 [
Transaction I j Employee |810281022
Organization ID IKAA Jab Il

Entarl Menu I Restart I Backward I Forward I Unprotect Delete I Personnel Ing Table Ing I _?I




Press Enter. If there are no errors the following message is displayed:
REVIEW DATA. ENTER TO PROCEED. COMPLETE NEXT TRANSACTION.

Enter again to complete the transaction.

Performance Data Actions
The actions described in this section are used to record events to employee status.

Employee Certifications
Performance Ratings
Performance Payments
Certifications
When employees are hired or promoted, they are placed in a status of either probationary or trial

service. After a period of time up to one year, the employee is rated and eligible for certification
status in the current job class.

¢ On the Web you will go to the person and select either by name or ssn
e Tab to the Organization and enter the appropriate org (AAA, JAA or TAA etc)
e Click on the Job Performance Data of the Personnel Update Menu

2 Welcome to cpps Web - Test - Microsoft Internet Explorer E|E|g|
Eile Edit View Favorites Tools Help q"

Qs - © - [x] [ o ) search Sl'¢ Faverites @ veda €2 | 1~ :7 . 3

Address |g_‘| http: /fcitsf.state. co.us:8084/HRMS, CGL ~| Go  Links

Colorado Department of
Personnel & Administration

Dm Customers » Credibility * Communications

Fersonnel Benefits Payroll 5 Control

EMTER YOUR CHANGES. =
Emploves|;5o53440a Employee  [oepson,NEW |
o) Name
Effective [5a/01/2005 Organization (LT | ABOR & EMPLOYMENT -KA]|
Date Name
) [ ~
Actions |
v

Performance Data ~
Next Review I:l MNon-Monetary Award
Rating Supervisor [ |
Reviewer l ] Position Number [

Probation/Employee Status Data

Probation/Employee e
Crobat [ 01 - certified ~| Probation Class HEG 3] L
iR 07/01/2005 Probation End Date 08/01/2005

Comment [early certification | ]

Enter [(Restart | [ unprotect | [_Personnel Ing | [ Table Ing

3
R

&1 & Internet

=

% Inbox - Microsoft Out... | E3l web certified action.d... | Eij web performance ev... 2} Welcome to cpps We... ’f).iF, - 12:51PM
Valid entries may be found in the drop down areas as indicated.

e Change the “effective date” if necessary, enter code 11 “Other Data Change Action” for
the action, with the appropriate sub type of KA “Employee Certifications”

e Tab to the Probation/Employee Status Data fields and enter the appropriate status. Valid
entries are: 1 - Certified
3 - Temporary
4 - Probationary
5 - Trial Service




This action can be used for entering trial service on a reallocation. The Prob/Stat Begin
Date is a required field.

If there are no errors, the text color will change and the following message is displayed at the top

of the screen:
REVIEW DATA ENTER TO PROCEED COMPLETE NEXT TRANSACTION REQUEST




Disciplinary Actions

From the Personnel Update Menu, enter the Employee’s name or SSN and your Organization ID.
Click on Disciplinary Profile.

Colorado Department of
Personnel & Administration

Personnel Update Menu

Initial Personnel Action Form Educational Background
Personnel Action Form Change Wwork Experience
Personnel Action Data Languages and Skills
Job Assignments Licenses and Honors

Persanal Data Health and Safety Data
alternate Address

Payroll and Tax Data: U.S. Grievances
Disciplinary Actions <::]

Job Performance Data Wage Attachments

Ermployes Transfer/ID Change Payment Disposition Data

Mame Search Recent Job History Correction

Employee ID Search

Employee IDoe,John Organization 1D IHAA|
Job I

Use the “Other data change” action code 11. Then enter the remaining requested data and click
“Enter.”

Colorado Department of
Personnel & Administration

Customers ¢« Credibility « Communications

Disciplinary Action

ENTER TRAMSACTION DATA.

IIEE)nDIoYEB|112223333 Employes Mame [DOE,JOHN
Effective [ggr3n7z005 | Crganization [DEFT OF TRANSPORTATION -HA.
Cate Marne
11 - Other data change vI
Actions I 3 ~1

|KF - Disciplinary Action {

General Information

Disciplinary Action Code IDG - Suspension without pay - I
Disciplinary Action Date |06/15/2005
Reason I

Status Information

gé;:.hpslmary Action IDl - Disciplinary action in effect ;I
Action Status Date Im

Supervisor |BunnyJ Bugs

Comment IWDrkaaCE violence wiolation

Transaction | ;I Emploves

Crganization 1D Has

|—> Enterl Menu I Restart I Unprotect Personnel Ing Table Ing I _?I




If you hit enter and receive an error message, look to see which fields appear with red font.
Enter the appropriate corrections, and then click “Enter” again. If you need to make other
corrections than to the fields with red font, click on “Unprotect,” enter your changes, and
then click “Enter” again.

| -2 - DD A Qo3| @ SRS FH

Colorado Department of
Personnel & Administration

Customers » Credibility « Communications

Personnel Benefits Favyroll

Disciplinary Action

CORRECT INCOMNSISTENT DATA.

EQD'OY38|112223333 Employee Mame [DOE,JOHM
Effective [nerzo/zo0s organization [CEFT OF TRANSPORTATION -HA.
Drate Mame
. |11 - other data change - |
Actions —
IHE‘- - Disciplinary - |
General Information
Disciplinary Action Code IEIE - Suspension without pay - |
Disciplinary Action Date IDG.r"lS.fZDDS
Reasan I
Status Information
Disciplinary action — - - =
Status IDl Disciplinary action in effect |
Action Status Date |06K15.-"2005
Supervisar [BUNMY, BUGS
Comrment IWORKPL.\:\CE WIDLEMCE WIOLATIC
Transactian I vl Emplayes |112223333
Organization 1D Han

Enterl Menu I Restart I Unprotect I< |

When you get the Enter to Proceed message, you must click “Enter” to save your updates.
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Colorado Department of
Personnel & Administration

Disciplinary Action

REYIEW DATA. ENTER TO PROCEED. COMPLETE NEXT TRANSACTION REQUEST.

IES“D'WSS 1122253335 Ernployee Name [DOE,JOHN
Effsctive [ne/30/2005 Organization  [RERT GF TRANSPORTATION -H.
Date Marme
. |11 - Other data change v|
Actions — -
|KF - Disciplinary Actian - |

General Information

Disciplinary Action Code |06 - Suspension without pay ;I
Disciplinary Action Date |06f15/2005
Reason I

Status Information

gé;:u:s\inary Action |01 - Disciplinary action in effect ;I
Action Status Date Im

Supervisar |BUNNY, BUGS

Comrment IWORKPLACE WIOLENCE WIOLATIC

Transaction I - Employee 112223333

Organization 1D HAaA

Enterl MenuI Restartl Unprotect | Personnel Ing I Table Ing I _?I




A Welcome to cpps Web - test - Microsoft Internet Explorer
J File Edit “iew Favorites Tools Help

&= - DR A QG B| =Y W S Hﬁ\ddress [&] http:/itsf state. co.us:8084/HRMS. CGI

Colorado Department of
Personnel & Administration

Customers » Credibility « Communications

Personnel Update Menu

Initial Personnel Action Form Educational Background
Personnel Action Form Change woark Experience
Personnel Action Data Languages and Skills
Job Assignments Licenses and Honors
Personal Data Health and Safety Data
Alternate Address
Payroll and Tax Data: U.S, Grievances

Disciplinary Actions
Job Perforrnance Data Wage Attachrents
Employee Transfer/ID Change Payment Disposition Data
Mame Search Recent Job History Correction

Employee ID Search

COMPLETE NEXT TRANSACTION REQUEST. UPDATE FROM PRIOR SCREEN
SUCCESSFUL.

Employee Crganization ID HA A

Jab

|@ ’_l_’_|l§ Internet

Entering data into the Disciplinary Profile screen only updates the information regarding the
employee’s disciplinary action details; it does NOT affect his or her pay. Now you must
complete an Employee Action Change Workflow action code 2 to update the Personnel Action
Data screen 3 and Job Assignments screen 4.




SEPARATION ACTION

From the Personnel Update Menu, enter the employee Social Security Number of last name in
the “EMPLOYEE” field. In the “ORGANIZATION ID” field, type in the Department Org Code

(AAA, ..., JAA.,..., TAA). Select “EMPLOYEE ACTION CHANGE WORKFLOW.”
-2 -G AETIB-SH-E

Colorado Department of
Personnel & Administration

Personnel Update Menu

Employee Mew Hire Warkflow Educational Backgraund
Employee Action Change Workflow Wark Experience
Personnel Action Data Languages and Skills
Job Assignrents Licenses and Honars
Personal Data Health and Safety Data

Alternate Address
Payroll and Tax Data: U.5, Grievances

Disciplinary Events
Job Performance Data Wage Attachments
Emplayee Org Transfer/1D Change Payment Disposition Data
Mame Search Recent Job History Correction
Emnployee ID Search

PRIOR TRANSACTION CANCELLED.
Employee Organization 10 KA

Job

Complete the status date on the Personnel Workflow Request screen. Using your mouse, select
the “Employee Separation” option under the Workflow Actions.

-=-QRA BRI DS E

Colorado Department of
Personnel & Administration

Customers » Credibility » Communications

Personnel Workflow Request

! Employee ID |810281022 Qrganization Mame |DEF'T LABOR & EMPLOYVMENT -KA

Kl
[ N Employee Rehire

Change - Default Workflow

Ermployes Narme  [PERSON,LAST

Workflow Action

Employee Separation

Enter Status date, and select Workflow Action.
If a Status Date is not entered, then today's date will be used.

Status Date [t2302008 !




The workflow will start. The first screen in the workflow is the Personnel Action Data screen.
Complete the effective date for the separation. From the drop down menu, select the appropriate
separation reason. Press/Select enter.

-2 QRdAEeI - SF-H

Colorado Department of
Personnel & Administration

Customers » Credibility « Communications

Benefits Payrall

FPersannel

Personnel Action Data

ENTER YOUR CHAMNGES.

Employee (3107510707 Employse  [BERSONLAST
jis) Mame

C—Deffective [17303008 Drganization [oEeT [AROR & EMPLOYMENT -KA
Date Mame

. 05 - Separation E
Actions I B I r
Status Information =
Marne Suffix I gfggz I
:> Employment Status IT - Terminated j Status Date IIZFSDJZDDS :

Adjusted Svc Date IlZKlSKZDDS g:z:;aﬂtmn |30 - dccepted New Job Outside State Systemn
LOA Return Date | o =
Regular/Termporary IR - Regular 'I _T_'i':_lf:art IF - Full-Time 'I
Employee Type IN - Monexempt 'l Bga::iy IlZKDl.-"ZDDS
annual Salary | 30000,00 ggaf:?’ |12f02£2005
Benefits Base l— Service I—
Calaey Cravt Mata  12/01/2005 h
ol | »
Transaction | El Employee |s1nzs1022
Qrganization ID KA A

Enterl Menul Restar‘tl Unprotect I Tahle Ing | _?I

Be careful of the employee status. If you change the Employment Status to a status of T-
Terminated and the employee’s final payroll has not run, the employee will not receive their pay
correctly.

If there are no errors, the following message is displayed at the top of the screen:
REVIEW DATA ENTER TO PROCEED COMPLETE NEXT TRANSACTION REQUEST

Press/Select Enter again to proceed to the next screen.




The next screen in the workflow is the Job Assignments screen.

-

Colorado Department of
Personnel & Administration

Personnel Benefits
Job Assignments

ENTER YOUR. CHAMNGES. UPDATE FROM PRIOR SCREEN SUCCESSFUL.

Employee El0zalnTs Employee
j{s) Marme
Effective [13730/2005 Orqanization [LEpT [ AROR & EMPLOYMENT -KA
Date Marme
05 - Separation 7
Actions I £ J J
Tuotal User =]
obre [ sone ] v
Time
End l— Keeping
Beqin Date IlZf"UleDUS Diate 12/30/2005 Group
jin]
5y Job Clase
Position Mo ITQDDD Class HEG1TX EI;ttr’eY IIZJ’DIJ’ZDDS
Pay Rate I 2500.000 E‘Z?E P - Pay period armount 'I Grade HZz6
5 Ti I T 7 =] Pay = -
%o Full-Time [100.00 Term |Dl Classified Reg/FT/Manthly J Cycle |M1 Manthly 1 J
Time
Job I— —— = Contract I—
Departrent Kan Report |T - Exception by time; Listed J Dats
Code
i Job kl
Seasonal Shift lﬁ L I—
Indicator I J Indicator 1D~ Bay shift Seniarity
Date
Adjusted
Supervisor IPERSON, MEW Seninrityl
Date
Retro
Job Title IGENERAL PROFESSIOMAL I Effective I
Date
Morm Save
E?srrn Fr Hours j Pay I
Indicator Date
CERT F USER Earnings Rate/Amount Percent Start Stop
DUMF ACCOUT [ [ 7eo00 REG | 2z500.000 JLo0.00 |1z/01/2005 [12/30/2005
DUMF ACCOUT [ [ 7eo00 TEM | soo.000 | 0.00 |12/15/2005 [12/30/2005
— — e——— — Ly Ly Ly r
1 [
Transaction I j Employee |810281022
Organization ID IKAA Jab Il_
Enterl Menu I Restart | Unprotect | Personnel Ing I Table Ing | 7 |

If you use the workflow, you should not need to make any entries on this screen. The system
will automatically fill in the stop dates based on the status date that you entered at the beginning
of the workflow. However, if for some reason you are not in the workflow, you will want to
make sure to enter an effective date, an action code, end dates and the stop date for all account
lines. You should also confirm that the person does not have any additional jobs that the
employee may have.

After you have made any necessary entries, press/select

If there are no errors, the following message is displayed on the screen:




“REVIEW DATA. ENTER TO PROCEED. COMPLETE NEXT TRANSACTION
REQUEST.”

Press/select again to complete the transaction.




TRANSFER ACTIONS

The actions described in this section are used to record events of transfers from one Org to
another Org, transfer agencies within in one Org, and transfers from one position to
another position within the same Agency in the same Org.

Any transfers from Judicial or non-classified positions will need Data Corrections as
necessary for service dates, leave accruals and certifications. Non-Classified transfers may
also need benefit changes done in the appropriate system.

Transfer from ORG to ORG
Transfer Agency within one ORG
Transfer position within one Agency in one ORG




Transfer from ORG to ORG

All transfers from one Organization ID to another Organization ID must be sent to Division of
Human Resources. Transfers can be sent to hr.support@state.co.us. This is an overnight
process. Requests must be made at least 48 hours before the appropriate payroll process in order
to give sufficient time for both DPA and the receiving org to complete the necessary processes.

Your email request must include the following information:

Transferring Employee Name and Social Security Number

Payroll Organization ID of the agency that the employee is leaving

The employee’s last day worked at their old agency.

Name of the agency the employee is going to.

A contact person- name, phone number and email address- for the employees new agency.

Both HR departments will receive an email once the transfer is completed successfully.
Once the transfer is completed, the organization that the employee is leaving should verify that
the employee status has changed to “O- Organization Transfer”. The status date should be the
last day worked. This information can be verified on the Personnel Action Data screen:

R N RAN - N NS E N

Colorado Department of
Personnel & Administration

Customers » Credibility « Communications

Persaonnel Benefits

Payroll

Personnel Action Data

EMTER YOUR CHAMNGES.

Emploves a1 0za1022 Employes  [oepson,LasT
(] Marne
Effective 12012008 Graanization [LEpT [ABOR & EMPLOTMENT -Ké
Drate Marne
. 72 - Organization transfer, status O,C,T(displa\;-only)j
Actions J
Status Information =
- Marne
Marne Suffix I Prefis I
Employment Status |O - Organization transfer j Status Date Il2/30/2005
Adjusted Svc Date [12/15/2005 separation | -
Reason =
LiCa -
LOA Return Date | fonson | =l
Regular/Termporary IR - Regular 'I F'."”‘,Part IF - Full-Time 'I
Time
- = dgency
Employes Type IN Monexempt I Date 1 IlE/Dl/ZDDS
Agency I—
annual Salary I 30000.00 Date 2 12/02/2005
Benefits Base I— Service I—
ol o CHark Miata 12/01/2005 -
0l | "
Transaction I j Employee |810281022
Qrganization ID KA A

Enterl Menul Restar‘tl Unprotect I Table Ing I _?I

Once the transfer has been successfully processed, the new ORG will need to complete the
transfer. From the Personnel Update Menu, select EMPLOYEE ACTION CHANGE
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WORKFLOW. Complete the information on each of the screens. Pay particular attention to
the dates. As a part of the transfer process, the system will automatically fill in many of the
dates.




Transfer Agency Within One ORG

This Action is done when an employee stays in the same ORG, but moves to another agency
within that ORG (i.e. employee moves from agency PBA to agency PJA within ORG PAA).

From the Personnel Update Menu, select Employee Action Change Workflow.
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Colorado Department of
Personnel & Administration

Personnel Update Menu
Employee New Hire Worldflow Educational Background
Employee Action Change wWorkflow Work Experience
Personnel Action Data Languages and Skills
Job Assignments Licenses and Honors
Personal Data Health and Safety Data
Alternate Address

Payroll and Tax Data: U.5. Grievances

Disciplinary Events

Job Performance Data Wage Attachrients
Employee Org Transfer/ID Change Payment Disposition Data
Marne Search Recent Job History Correction

Emplovee ID Search
PRIOR TRANSACTION CAMCELLED.

Employee Organization ID Kaa

Job

Enter the status date for the change. Choose Change Default Workflow.
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Colorado Department of
Personnel & Administration

Reparting

Personnel Workflow Request

Employee ID |?09121234 Organization Mame IPERSONNEL & ADMINISTRATION-

Ermployee Mame IPERSON,NOT AREAL

Workflow Action

Employee Separation

Employee Fehire

: - T Workflon ::|

Enter Status date, and select Workflow Action.
If a Status Date is not entered, then today's date will be used.

C—>gtatus Date [t101z008

The first screen in the workflow is the Personnel Action Data. Enter the effective date for the
transaction. Choose the correct action code for the transaction. Valid options for action codes
are:

06- Promotion

08- Demotion

10- Transfer (Lateral)




-2 QRdQEeIR-SF-H

Colorado Department of
Personnel & Administration

Fersonnel Benefits Fayroll

Personnel Action Data

ENTER YOUR CHAMNGES.

Emplayes 70151034 Employee  [FERSONNOT AREAL
jin] Mame
Effective 11512005 Grganization [pERSONNEL & ADMINISTRATION!
Date Marne
. 10 - Transfer v
Actions I J J
Status Information 1|
3 Mame
Name Suffix I Prefix I
Employment Status [A - Active = Status Date |11f01£2005
Adjusted Sve Date [L1/01/2005 Separation | :
Reason =
LOA -
LOA Return Date | Romson | =l
Regular/Temporary IR - Regular 'I FullFart IF - Full-Time 'I
Time
I " —_l, Agency I—
Employee Type M - Monexempt Date 1
Agency I—
annual Salary I 42000.00 Date 2
Benefits Base l— Service I—
Salary Start Date 11/01/2005 ';I
Pay Status IS - Salaried {Exception time reporting) d EI?Qilgﬁ\ty ISpace - Active emplayee d A
FLEA Status IY - Employee covered by FLSA d Department Iaqb
MEMD |

Organizational Data

COFRS ORGH Division 1D I Corporation I Company 1D

Informational Data

Last Action I— Minirum I_
Date 11/01/2005 NO

—

Record Flag
Last IDl - Mew Hire j
S T 1
4
Transaction I j Employee |T09121234
Organization ID A8 A

Enterl Menul Restartl Unprotect I Table Ing | _?I
After completing this screen, press/select |§ ENTRR H .

If there are no errors, the following message is displayed on the screen:

“REVIEW DATA. ENTER TO PROCEED. COMPLETE NEXT TRANSACTION

REQUEST.”

Press/select again to complete the transaction.

The next screen in the Workflow is the Job Assignments screen.




If the Transfer is effective on the first of the month or payroll has processed for the month:
override the current job information with the new position information using the same job
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Colorado Department of
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FPersonnel Benefits Payrall

Job Assignments
ENTER YOUR CHAMNGES. UPDATE FROM PRIOR SCREEN SUCCESSFUL.

Employee 205121234 Emplovee
jis) Mame
Effective [11/n1/2005 Lrganization [pERSONNEL & ADMINISTRATION,
Date Marne
. 10 - Transfer E
Actions I I B
l_ Total l_ User I 1=
Job Ho E Jobs 1 Field
Time
. I— End l— Keeping I_
Begin Date |11/01/2005 Diate 29/99/9999 Group
jis)
Class
. Job I
Position Mo |01348 Class Ha M= EI;':tr’EY 11/01/200%
Rate n
Pay Rate I 3500.000 Code P - Pay period amount 'I Grade H33
i i =] Fay -
% Full-Time IlEIEI.EIEI Term |01 - Classified Reg/FT/Monthly =l Cyele M1 - Morthly 1 =]
Time
Job I— — — Contract I—
Departrment Report IT - Exception by time; Listed J Date
Code
Seasonal T =1 Shift | ——— | J,,Db,., - i
adjusted
Supervisor | Seniority
Date
Retro
Job Title ITECHNICIAN I Effective I
Date
Marrm Save
E?srrn Fr Hours j Pay I
Indicator Drate
CERT F USER. Earnings Rate/amount Percent Start Stop
DUMP ACCOUR [ [ otsas REG | 3s00.000 JLo0.00 |11/01/2008 EEEEIEEEE
[ I [[o00 I |
[ I [ 0.00 I | -
1 3
Transaction | j Emplovee |T09121234
Organization 1D LYY Job Il

Enterl Menu I

Restart |

Unprotect |

Personnel Ing I

Table Ing | _?I

If the transfer is effective after the first of the month: Stop-date the active job(s) and create the
new job with new information. After payroll runs, delete the previous jobs that you stop dated
and rewrite the new job to job number 1.

After completing this screen, press/select

If there are no errors, the following message is displayed on the screen:

“REVIEW DATA. ENTER TO PROCEED. COMPLETE NEXT TRANSACTION

REQUEST.”

Press/select again to complete the transaction.




The next screen in the Workflow is the Personal Data screen.

There will probably be little change to the Personal Data screen.
-2 - d0EG3ESE- A

Colorado Department of
Personnel & Administration

Personal Data Form
EMTER ¥YOUR CHAMNGES. UPDATE FROM PRIOR SCREEN SUCCESSFUL.

Employee ID |709121234 Employee Name P REA|

Effective Date Ill.-"Dl.-’ZDDS Organization Mame |PERSOMNEL & ADMINISTRATION-
10 - Transfer E
Actions I J

MName Suffix I Mame Prefix

Contact Data

1

Current Address |12345 WOUR STREET

City [EnGLEwoon | State o
Zip W 2nd Address
Horne Phone Im

Work Phaong Im Extension

1 18

Mail Stop IAAA DPa Ermergency Contact |EMERGENCY PERSOM

Contact I I—

Relationship RELATIVE Contact Phone 303/333-3333

alt Phone [72n/z02-2020 alternate Address Flag [ | »
FMLA Entitlernent I 1st FMLA Leave Date I

Personal Data

Gender IF - Fernale 'I Date of Birth IEIl.fEIl.-’lQQEI
SSNSSIN I?DQ-12-1234 Blood Type
Actual Marital ISpace - Unknown 'I “eteran Time
Status

1]

Ethnicity IU - Mot indicated or Unknawn d Weteran Type ISpace - Mot indicated d
Military Status ISpace - Not indicated =
Education Level ISpace - Not Indicated j Education Level Year I o

g:ﬁlltt;rv Discharge Citizenship/VISa |Space - U.S. Citizen =

ug

)
o
=
S
=
—
.

Alien Registration 0000000
Mumber

Language Iﬁ Clock/Badge
Freference Epace - English Identification

VIZA Exp Date

W

1-9 Status | - 1-8 farm on file = | 1-9 Expire Date IW
Referral Source ISpace - Mot indicated d =
o =
Transaction I j Employee |?09121234
Organization 1D LT

’m Menu I Restart I Unprotect I Personnel Ing I Tahle Ing I _?I

After completing this screen, press/select

If there are no errors, the following message is displayed on the screen:

“REVIEW DATA. ENTER TO PROCEED. COMPLETE NEXT TRANSACTION

REQUEST.”




Press/select

again to complete the transaction.




The next screen in the Workflow is the Alternate Address screen.

The alternative address screen holds the fields for Kronos, as well as the email addresses.
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Colorado Department of
Personnel & Administration

Personnel Benefits

Alternate Address
EMTER TRAMSACTION DATA. YOU MADE NO ENTRIES ON PRIOR. SCREEM.

Ernployee 700121734 Ernployee
jin] Mame
Effective [11/01/2005 Qrganization [oep SO NNEL & ADMINISTRATION-
Drate Marne
. 10 - Transfer e
actions J J
Alternate Mailing Address User Fields
Street | Field/Date I
City I Field/Date I
State or Province I Level-2 |
Zip/Pastal Code I Level-3 |
Woaork Email | Level-4 |
Level-5 |
Pawrule |
Transaction | j Employee |?09121234
Qrganization ID AdA
Enterl Menu I Restart I Unprotect I Personnel Ing I Tahle Ing I 7 |

After completing this screen, press/select .

If there are no errors, the following message is displayed on the screen:

“REVIEW DATA. ENTER TO PROCEED. COMPLETE NEXT TRANSACTION
REQUEST.”

Press/select again to complete the transaction.




The next screen is the Job Performance Data.

If the employee is promoting or demoting, there may be a change in the employee probation
status. If applicable, enter any new probation/employee status information before proceeding to

the next screen.
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Job Performance Data

ENTER YOUR CHANGES. YOU MADE NO ENTRIES ON PRIOR. SCREEN.

Emplayes 7515103 N - e = o T AREA
jin] Marne
Effective 117012005 Orqanization [RERSONNEL & ADMINISTRATION!
Date LT
. 10 - Transfer E

Actions I J J

Performance Data =
Perfarmance Rating I 'I
Rating Type | 'I Rating Date |
Next Review |03/01f2006 Mon-Monetary Award I 'l
Rating Supervisor |
Reviewer I Employee Position Mumber I

ProbationfEmployee Status Data
Probation/Emplayes o1~ Cortfied | Status Class [Rama
Status
Prob/Status Date Illf’Ul.fZElUS Probation End Date I i
Cornrnent I
B _'H
Entarl Menu I Restart Unprotect Personnel Ing I Table Ing I 7 |

After completing this screen, press/select .

If there are no errors, the following message is displayed on the screen:

“REVIEW DATA. ENTER TO PROCEED. COMPLETE NEXT TRANSACTION
REQUEST.”

Press/select again to complete the transaction.

The final screen is the Benefits enrollment screen. You can disregard this screen for the
purposes of transfers within an organization.




Transfer position within one agency in one ORG

This Action is done when an employee stays in the same ORG, but moves to another position
within that ORG (i.e. employee moves from position number 5 in agency PBA to position
number 10 to agency PBA within ORG PAA). The most important thing to remember is to
select the appropriate action code. For example, an employee goes from position 12345 as a
Administrative Assistant II to position 67890 as a Technician [I—this action is a promotion.
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